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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 

	Communications Manager 

	Directorate:  
	Reform 
	Division/Section: 

	Communications, Strategy and Performance 

	Grade:  

	8
	JE Reference:
	


	Job Purpose:
To protect and enhance the reputation of the council by the effective design, management and delivery of communications activity, messaging and campaigns for a named directorate or work area within the organisation. Acting as a subject matter expert and a key member of Directorate management teams the Communications Managers will support and advise directorates to meet their objectives through effective communication and marketing. 



	Key Tasks:  

	
	· To act as a key adviser to Directorate management and Portfolio Holders in the effective use of communications and marketing to meet their business objectives and to challenge where required to protect overall reputation and brand 

· To manage the reputation of council services managing reactive issues, crisis and emergencies, and designing proactive solutions to communication problems 

· To develop modern, proactive and creative communications and engagement messaging, activity and campaigns to meet the directorates objectives and priorities
· Lead the promotion and enhancement of the organisation and boroughs reputation among all stakeholders 

· To develop directorate and portfolio communications, strategies and plans 
· To manage project teams (including in matrix management arrangement) and budgets to effectively deliver communications and marketing activity 
· To commission and manage activity and support (as required) both internally and externally to support delivery of communications activity and projects

· To use customer insight to shape effective messaging and activity, and use evaluation techniques to monitor success of activity and return on investment on all spend
· To create quality content and communication materials on key issues and to ensure quality of material (and alignment to brand) where others create material and messaging  

· Lead the development of directorate narratives and messaging to support key activity and reputational issues
· To have an understanding of the law as it relates to communications within a local government setting and, specifically, to make judgements on the appropriateness of council communications under these laws. 




	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council; including customer care, data protection, ICT, finance and health and safety policies.



	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
	Undertake any additional duties commensurate with the level of the post.



	Contacts:

Executive Directors, Senior Officer and other staff across the Council, Elected Members, Strategic Partners, Community and Voluntary Groups, Central Government, GMCA, other Councils, members of the public, Voluntary, Community and Faith Sectors, and other relevant external organisations and businesses



	Relationship To Other Posts In The Department:



	Responsible to:  

	Head of Communications and Research

	Responsible for:
	Project Teams (as required) 

	

	Values and Behaviours:


	Approach the job at all times using the Councils Cooperative Behaviours:


· Work with a Resident Focus

· Support Local Leaders

· Committed to the Borough

· Take Ownership and Drive Change

· Deliver High Performance 

Be aware of and apply the Councils Values and Behaviours at all times. More information around this can be found on Oldham Council’s Greater.Jobs pages.


	Special Conditions:




	
	DATE
	NAME
	POST TITLE

	Prepared
	May 2019
	Shelley Kipling
	Assistant Director of Communications, Strategy and Reform

	Reviewed
	
	
	

	Reviewed
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PERSON SPECIFICATION

Job Title:  Communications Manager
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Educated to degree level or equivalent in relevant subject
Evidence of continuous professional development 


	Relevant post graduate professional qualification e.g. CIPR
Membership of a relevant professional body

Digital Marketing or Communications qualification


	Application

	Experience


	Experience of working in a complex political / public sector environment 
Experience of developing and managing the delivery of communication campaigns and activity in a large, complex organisation 
Experience of working with local, regional, national and trade media stakeholders to influence opinion and drive coverage
Experience of managing and supporting communications of major change programmes
Experience of leading project teams to effectively deliver including on a matrix management basis 

Experience of supporting the delivery of effective performance and continuous improvement

Evidence of successful resource and financial management, including evidence of managing project budgets  

Demonstrable experience in using insight to shape messaging and activity that changes behaviours and views or drives outcomes, and using evaluation to monitor success against those campaigns 
Experience of handling sensitive and confidential information and making judgements about how best to utilise that information to manage the organisations reputation

	Experience of developing digital campaigns that make a demonstrable difference to stated outcomes 

	Application 
Interview


	Skills & Abilities


	Ability to influence and shape policy and decision-making among senior leaders on issues relating to reputation management and effective communication  
Excellent oral and written communication skills with the ability to produce clear, concise messaging and explain complex information 
Ability to interpret and analyse customer / resident insight and engagement outputs to help shape policy and approaches
Ability to develop creative and innovative approaches to complex problems 
Ability to build strong relationships and to persuade and influence senior stakeholders on sensitive issues 
Ability to work effectively and manage communications in a crisis or emergency situation 

Able to work through problems, evaluate risks and offer practical solutions 


	
	Application
Interview

Assessment 


	Knowledge


	Expertise knowledge in communications approaches and principles 
Knowledge of the law as it relates to media and reporting
Knowledge of the politically sensitive environment in which local authorities operate, including the role of locally elected politicians 


	Knowledge of the law as it relates to local government communications, engagement and research 


	Application
Assessment
Interview

	Values and Behaviours 
	The ability to demonstrate  the cooperative behaviours
· Work with a Resident Focus

· Support Local Leaders

· Committed to the Borough

· Take Ownership and Drive Change

· Deliver High Performance 


	
	Interview

	Work Circumstances


	Able to travel to different sites across the borough and Greater Manchester

Expected to take part in rota system providing emergency / crisis out of hours communications support. 


	
	Interview


NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
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